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ETravel Self Registration Instructions  
(MUST BE DONE ONLY ONCE) 

Revised 08/14/06 
 
If you are a first time GovTrip user and need to setup an account it is VERY IMPORTANT 
that you carefully follow the step-by-step instructions below.  You only need to setup an 
account if you are a Traveler, Document Preparer, Budget Reviewer, or an Approving 
Official.  If you have any problems during the self-registration process please call the ARC 
Travel help desk at 304-480-8000 (option 1). 
 
The GovTrip software allows you to self-register and create your own user ID, password, and 
password hint.  After you have successfully self-registered you can access the system 
anywhere with only your user ID and password. 
 
NOTE:  Please have your government travel credit card number and expiration date 
available as part of the self-registration.  This will be the only time you will have access to 
the screen that records your travel credit card account information.  If your travel credit card 
number is not recorded when you self-register, then you will need to email ARC Travel 
Services at Travel@bpd.treas.gov to have it added before you can make any reservations. 
 

1. Go to your agency’s ARC Customer Access Page. 
 
2. Click . 
 
3. Click Yes to the security alert. 

4. Read and accept the policy agreement . 
 
Select Agency Name:  Department of the Treasury and check the box to 
Remember My Agency Selection.  Click Set Version.  If you do not receive this 
box, call ARC Travel Services at 304-480-8000 (option 1). 
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5. Click “First Time User? Create an Account” to create your account for the first time.” 
 

 
 

6. Complete the following information: 
 

a. First Name – Enter your first name. Note:  Enter your first name.  Do not 
enter initials. 

 
b. Last Name – Enter your last name. 

 
Note:  Please do not use apostrophes or hyphens.  For example, the name 
O’Neal should be spelled ONEAL in GovTrip. 

 
c. Login – Enter the login ID that you would like to use for GovTrip. 

Note: If another user has already used the login name, you may have to add 
a middle initial or append a number to the end.  (If this happens, you will 
receive an error message once you “Submit” this screen.) 

 
d. Password - Enter the password you would like to use for GovTrip.  This is case 

sensitive. 
 
Note: Passwords should be a minimum of eight characters with at least one 
number, one upper case letter, two lower case letters, and one special 
character. 
 

e. Retype Password - Retype the password you would like to use for GovTrip. 
 

f. Email – Type in your government email account.   
Note:  You must use a government account for the initial setup. 

 
g. Organization - Click    to the right and select “DEPARTMENT OF THE 

TREASURY” then click Search.  Click Select in the Edit column beside your 
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organization. NOTE:  It is very important that you select your correct 
organization. 

 
 

h. Challenge Question - Enter a question that you will be asked and know the 
answer to in the future if you forget your password. 

 
i. Response – Enter the answer to the challenge question.   

Note:  The response must be less than 9 characters and is case sensitive. 
 

j. Retype Response – Retype the answer to the challenge question. 
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7. Click Submit.  (If you get an error message, “There has been a problem with 
creating your identity. It may be caused by:  

A Login of (whatever user name you just entered) already exists.  
You will need to create a different Login.)  If you receive the screen below, then move 
on to Step 8. 
 

 
 

 
8. Close out of your web browser.  If you do not receive an email that contains your key 

code, please contact the ARC Travel Help Desk at 304-480-8000.  You will ONLY  
need the key code the first time you login to GovTrip. 

 
9. Go to your agency’s ARC Customer Access Page. 

 
10. Click . 
 
11. Click Yes to the security alert. 

12. Read and accept the policy agreement . 
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13. Enter the User Name and password that you created. 
 

 
 

14. Click Log In. 
 

 
 

15. Enter and reenter your Social Security Number. 
 
16. Enter the key code that was provided to you in step number 9.  For best results cut 

and paste the key code from the email notification that was sent to you. 
 
17. Click Submit. 
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18. If you are a/an: 
 

a. Traveler – Continue on with Step 20. 
 

b. Approving Official/Budget Reviewer– (Also for approving officials who travel) 
Stop. 

 
Approving Officials/Budget Reviewers are now finished with the registration 
process. 

 

 
 
19.  You will receive the message above.  Click Self Register.  

 
20. Click Administrative. 
 
21. Click Self Registration. 
 

 
 
 
22. Click Recommended Information. 
 
 

 
 



 

ARC Travel Services 
Phone - 304-480-8000  Page 7 

 
 
 
 
23. Complete all required fields that are marked with an * before the field name. 
 

a. When you enter your email address and tab, a second email address field will 
appear and you will need to re-enter your email address again for validation 
purposes. 

 
b. When completing the Mailing Address section, click the to choose your state. 

 

 
 

c. Enter the state abbreviation in the Code field or the state name in the Name 
field. 

 
d. Click OK. 

 

 
 

e. Click your state Code. 
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f. When completing the Required Work Information, click the beside 
Organization. 

 
¾ Service / Agency - DEPARTMENT OF TREASURY - USTREAS 
¾ Type - US—US 
¾ State – DISTRICT OF COLUMBIA (everyone must select District of 

Columbia regardless of physical duty station) 
¾ Site – TREASURY  

 

 
 

g. Click OK. 



 

ARC Travel Services 
Phone - 304-480-8000  Page 9 

 
 
h. Select your organization by clicking Select in the Edit column. 
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NOTE:  Do not complete the Electronic Funds Transfer Data.  Payment is made 
from the banking information in Oracle.   

 
 
24. Though the Government Travel Charge Card is not required during Self 

Registration, it is important to note that this is the only opportunity you will have to 
enter your Travel GOVCC.  If not added during Self Registration, then you will need to 
email the information to ARC Travel Services at Travel@bpd.treas.gov).  Your Travel 
GOVCC must be in your traveler profile to be able to request air, lodging, or rental car 
reservations through the GovTrip booking engine. (If you do not have an Individual 
Travel Government Credit Card, then please leave blank). 

 
a. Select CARD HOLDER  

 
b. Enter Travel Account Number 

 
c. Enter Expiration Date 

 
d. Enter your travel credit card statement mailing address 
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25. Enter your Office phone number under Preference Information. 

 
 

 
 

 
26. Once you have finished your “Recommended Information”, click Save at the bottom. 

This will take you to the Preference Information screen. 
 

 
 
 
27. Complete all required fields that are marked with an * before the field name. 
 
28. Once complete, click Save at the bottom. This will take you to the Self-Registration 

Submit page. 
 

 
 

29. Click Submit to complete your Self Registration. 
 

 
 

30. You will receive the message below if your self-registration was successful. The 
Travel Administrators will receive an email to let them know you have registered.  
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